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ASSI STANT POLI CE CHI EF

(Pronotional Cl ass)

DI STI NGUI SHI NG FEATURES OF THE CLASS

This <class enconpasses highly responsible supervisory and
adm ni strative positions, the primary duties of which are
assisting the Police Chief in the organi zati on and managenment of
all operations and services of the departnent. An enployee of
this class may be required to performthe duties of the Police
Chief in the Chief's absence. The Assistant Police Chief is
responsi ble for assisting in personnel managenent, in financi al
managenent, in managenent of the records system in overseeing
care of equi pment and property, and in public relations duties,
in addition to overseeing the departnental training program and
assisting in the managenent of all | aw enforcenment functions of
t he departnent. Incunbents of this class performduties with a
hi gh degree of i ndependence, receiving special instructions from
and having work reviewed by the Police Chief. This class ranks
directly below that of Police Chief.

EXAMPLES OF WORK

Exanples listed below are illustrative only. They are not
intended to include all duties which may be assigned., neither
are they intended to exclude other duties which may be | ogqical
assignnents to this class.

Assi sts the Police Chief in managing all operations and services
of the police departnment. Perforns the duties of the Police
Chief in the Chief's absence. Recommends management policies,

goals, and objectives for the departnent. Assists in
det erm ni ng how t o organi ze departnmental services, including how
to deploy personnel. Eval uates departnental operations and

t akes appropriate action to inprove problem areas.

Assi sts in investigating conpl ai nts agai nst depart nent personnel
and makes recomendati ons on handling conplaints. |Investigates
all accidents involving departnent equipnent or personnel,
det erm nes t he cause, and nakes reconmendati ons on procedures to
avoid future accidents. Assists the Police Chief in insuring
that all department personnel policies conformto federal EEO
st andar ds.

Revi ews i ncom ng conmuni cati ons and nakes deci sions on how to
handle nmatters. Reviews existing or proposed |egislation,
regul ati ons, ordinances, and court rulings to determne if
changes in departnment policy or procedures are required, or to
devel op position statenents to be used by the departnent or the
city adm ni stration.

Assists with the bookkeepi ng of all departnment accounts in order
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to maintain accurate fiscal records. Gat hers information for
and assists in the preparation of the departnental operating
budget .

Aut horizes the expenditure of funds allocated for police
department operation, making sure that such expenditures do not
exceed budget ed anpunts.

Wites reports required to reflect the operation of the police

depart nment. Wites letters in answer to witten or oral
requests or as required to address needs of the police
departnment. Wites requests for grants or other special funds

to aid in the operation of the police service.

Pronotes a positive public imge of the work of the departnent
in the daily performance of duties. Makes speeches or conducts
denonstrations on fire departnment topics at schools or at
meetings of civic organizations. Answers inquiries about the
operation of the police departnment or any related areas of |aw
enf or cenent . Coordinates the work of the departnment with
related federal, st at e, and | ocal agenci es, rel easi ng
information and giving assi stance when needed.

Supervi ses subordi nate departnment enployees. Holds neeting to
receive reports and di ssem nate i nformation. Conducts roll call
and inspects appearance of subordinates to insure conpliance
with departnmental standards for safety and propriety. Assigns

duty areas and work schedul es, and approves | eave. Revi ews
reports witten by subordinates and evaluates their work
performance. Wites enployee evaluation reports. Provi des

assi stance to subordinates in technical areas of work. Resolves
enpl oyee conpl aints and grievances, and counsels enpl oyees who
are experiencing work problens. Maintains discipline.

Assists the Police Chief in developing a training program for
t he department and sees that such programis properly staffed
and supplied with training resources. Provides for on- the-job
training for departnment nmenbers.

Supervi ses the general care and use of departnental equipment,
vehi cles, and property. Checks all departnment equipment on a
regular basis to insure that this is in correct operating
condition. Oversees repairs, including inspecting after repairs
to see that these were properly acconpli shed.

Assists the Police Chief in nmanaging all |aw enforcenent
operations of the departnment, including patrol and general |aw
enforcenment operations, traffic control and traffic accident
i nvesti gati on, cri m nal i nvestigati on, speci al tactical
operations, and handling of juveniles.

Performs any related duties assigned.
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QUALI FI CATI ON REQUI REMENTS

All requirenents nust be net at the close of applications

1. Enpl oynent status: Must be a regul ar and per manent enpl oyee
in the class of Police Lieutenant.

2. Physi cal requirenents: After offer of pronotion, but
before beginning work in this class, nust pass a nedical
exam nation prepared and adm nistered by the Appointing
Aut hority, designed to denonstrate good heal th and physi cal
fitness sufficient to performthe essential duties of the
position, with or w thout accommodati on.

3. Resi dence requirenent: Mist be a registered voter of the
state of Louisiana.

4 Attach copies of the following to the pronotiona

application:

A) copy of voter registration card
B) copy of Louisiana driver’'s license
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